
NC E-Procurement Service 

Job Aid- Approving

Call the Help Desk at 1-888-211-7440 
Or email us at ephelpdesk@ncmail.net

The number of 
requisitions 
waiting for 
approval.

Select the 
checkbox first for 
the appropriate 
eRequisition to 

approve, deny or 
archive the 

eRequisition.

Directly click on either the 
Approve/Deny buttons to  approve or 
deny the requisitions

To view the eRequisition form, click 
directly on the Title or ID link.

Click Move to 
Folder button to 

archive the 
eRequistion.


